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Po Leung Kuk Tong Nai Kan Junior Secondary School

School-based Guidelines on the Mandatory Reporting of Child Abuse

Chapter 1 Background and Objectives

The Mandatory Reporting of Child Abuse Ordinance (the Ordinance) came into operation on 20 January
2026. The Government has introduced the Guide for Mandated Reporters and relevant support
measures to facilitate specified professionals in fulfilling the mandatory reporting obligation.

In line with Education Bureau Circular No. 15/2025 on Handling Suspected Cases of Child
Abuse/Maltreatment and Domestic Violence, schools should refer to the Child Protection Guide, the
Guide for Mandated Reporters, and relevant EDB/SWD circulars, guidelines and codes of practice from
time to time to establish or enhance internal mechanisms, procedures and measures for the prevention
and proper handling of suspected child abuse cases.

This school-based guideline is formulated with reference to the Ordinance, the Guide for Mandated
Reporters, the Child Protection Guide, EDB Circular No. 15/2025, and the flowchart on identification
and reporting of suspected child abuse/maltreatment cases.

1. Policy principles

¢ Adhere to the mission of “Protecting the Young and the Innocent”
Link the long-standing charitable mission of Po Leung Kuk to the core principle of safeguarding
children’s rights, safety, and development.

¢ Maintain a zero-tolerance stance
Adopt a zero-tolerance position toward any form of harm to children, and remain committed to
preventing, identifying, and stopping all violent and harmful behaviour.

¢ Place children’s welfare first
In handling any incident, child protection must be the starting point, with the child’s immediate
safety and best interests as the first priority.

¢ Build a safe environment and culture
Through school-based policies and measures, create a positive culture of safety so that children can
grow and develop in a secure and caring environment.

¢ Fulfil legal responsibilities
In line with the Mandatory Reporting of Child Abuse Ordinance, support professionals in identifying
and fulfilling their legal reporting duties, ensuring that children receive timely intervention and
support.

2. Legal Responsibilities and Protections for Specified Professionals
The Ordinance stipulates that 25 categories of specified professionals from the social welfare, education, and
medical/healthcare sectors must report as soon as practicable if, during the course of their work, they have reasonable
grounds to suspect that a child "is suffering serious harm" or "is at real risk of suffering serious harm" (elements
constituting serious harm are listed in Schedule 2 of the Ordinance). To this end, the Government has formulated
the |Guide for Mandated Reporters (the "Guide") to provide guidance for specified professionals for reference.
Reporting is the personal legal responsibility of the relevant professionals; neither Po Leung Kuk (the organization)

nor the school can discharge this responsibility on their behalf. Seeking instructions from or consulting superiors does
not constitute completion of reporting. Mandated reporters must personally fulfill their statutory reporting obligations.
Under the Ordinance, no person (including the Principal or other school staff) may intentionally obstruct or prevent
specified professionals from making a report, disclose the identity of the reporting specified professional, or disclose
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information that could lead to the inference of such identity, failing which they will be liable to criminal penalties.

Furthermore, specified professionals will not incur any civil or criminal liability solely by virtue of making a report,
nor will they be regarded as having breached any code of professional conduct or ethics, or departed from accepted
standards of professional conduct.

3. Data Confidentiality and Privacy Protection
When following up on suspected serious child abuse cases, the school must handle relevant
information with care to protect the identity of the reporter. At the same time, confidentiality
measures must be adopted for all case-related information to safeguard the privacy rights of
students and relevant parties.

4. Duty of Collaboration
After reporting, specified professionals must continue to cooperate with investigations by relevant
departments, provide appropriate information, and attend multi-disciplinary case conferences as
required.

5. Scope of application
This guideline applies to all staff members and relevant service partners of the school, including any
specified professionals under the Ordinance.

Chapter 2 Prevention and Identification

Preventive Measures
1. Rigorous Recruitment and Screening
¢ Sexual Conviction Record Check
All applicants for positions involving regular contact with students, including full-time, part-time,
and contract staff, must undergo screening and provide a report to ensure that they have no
relevant criminal record.
¢ Multi-dimensional Interview Assessment
Interview questions should include topics on child protection awareness, with the applicant’s
values and professional conduct assessed, together with strict verification of qualifications and
experience.
* Guidelines and Requirements
Employment contracts should clearly specify that staff must comply with relevant laws and
guidelines, such as the Mandatory Reporting of Child Abuse Ordinance, the Guidelines on
Teachers’ Professional Conduct, the Guidelines on School Personnel Management for IMC
Schools, and the Po Leung Kuk Code of Conduct for Staff.

2. Environment Safety and Risk Management
* Pre-activity Risk Assessment
Risk assessments must be conducted before outdoor activities, visits, or pick-up/drop-off
arrangements, and targeted safety precautions must be putin place
¢ Behavioural Boundaries and Charter
- Management of third-party personnel: Volunteers, interns, and service contractors (such as
tutors for interest classes, coaches, school bus drivers, etc.) must sign an agreement to confirm
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that they are aware of and will comply with Hong Kong’s Mandatory Reporting of Child Abuse

Ordinances, the Po Leung Kuk Child Protection Guidelines, and this guideline.

- Avoidingisolation: In line with the Guidelines on Teachers’ Professional Conduct, adults should
avoid being alone with a single student in enclosed or secluded spaces whenever possible. If
individual counselling is necessary, doors and windows should remain transparent and visible.

3. Community Awareness and Empowerment
¢ Student self-protection education
- Useafriendly approach, such as scenario-based learning, role play, and school notice boards,
to help students understand their rights, recognize situations involving harm or abuse, and
learn to set personal boundaries. The aimis to strengthen students’ self-esteem and resilience,
so that they have the confidence to protect themselves when facing peer pressure or negative
emotions.
- Clearlyidentify trusted adults whom students can approach for help, such as subject teachers,
class teachers, guidance teachers, or social workers.
* Parent collaboration and transparency
- Broaden communication channels:
Establish regular communication platforms, such as parent notices, parent meetings, annual
opinion surveys, and the parent information page on the intranet, to share this guideline and
the Po Leung Kuk Child Protection Policy, so that parents understand the school’s reporting
mechanism.
- Professional support:
Invite professional organizations and school social workers to give educational talks and
provide child protection resources and support, helping parents enhance their children’s
safety awareness and promoting a protective partnership between home and school.

4. Ongoing Training and Supervision

¢ Professional Development
All specifies professionals in the school must participate regularly in relevant training and keep
records onfile for at least three years. They must complete the Social Welfare Department’s “Child
Protection Online Training” and obtain the corresponding certificates. Newly appointed specified
professionals must also complete this course and obtain the corresponding certificates within the
required period.

¢ Annual review and acknowledgement
Each year, specified professionals in the school must read this school-based guideline, the Guide
for Mandated Reporters, and the EDB Circular No.15/2025, Handling Suspected Cases of Child
Abuse/Maltreatment and Domestic Violence, and sign an agreement.

* Performance appraisal mechanism
Professional conduct and development should be included in the performance appraisal form to
assess teachers’ implementation of the relevant guidelines.

Identification of Signs of Child Abuse
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Specified professionals and other relevant staff working in the school should refer to the indicators set
out in Chapter 3, Section 3.8.9 of the School Administration Handbook (Handbook) on handling child
abuse cases, as well as the “Guide”, in order to identify signs of physical abuse, neglect, sexual abuse,

and psychological abuse.

Chapter 3 Risk Assessment, Case Classification and Handling Procedures

When staff observe signs of child abuse or receive a report, they should strictly follow four stages:

Immediate Intervention, Professional Assessment, Timely Reporting, and Ongoing Follow-up.

Stage 1. Immediate intervention and protection

1. Ensure Immediate Safety: Stop the harmful behaviour at once and move the student away

from the dangerous environment.

2. Emergency medical treatment: If the student is injured, arrange immediate medical

treatment; if there is an immediate threat to life, call 999.

3. Restrict contact: Where safe to do so, prevent the suspected abuser from approaching the

affected student or other related children

Stage 2. Preliminary assessment and information gathering

1. Collect basic information : The school should immediately activate its school-based

emergency mechanism or crisis management procedure, and assign the school social

worker and designated personnel, such as a designated teacher or guidance staff, to

understand the nature of the incident, the child’s physical and mental condition, the

identity of the alleged abuser, and the time and place of the incident.

2. Avoid repeated questioning: Follow the Guide’s advice and avoid repeatedly probing for

details or using leading questions, so as to prevent secondary harm to the student.

3. Preserve evidence: Properly retain relevant evidence, such as objects used in the assault,

and review and archive CCTV records, if any.

4. Physical assessment procedures: If an injury needs to be accessed, explain the purpose to

the student and obtain consent first. It is recommended that two staff members conduct

the assessment, and photographing private parts is strictly prohibited.

Stage 3. Decision making and Reporting
1. Apply the decision making framework

e Specifies professionals should use the “e-report platform” Decision Trees and

Supplementary Analytical Frameworks (https://www.mrr.gov.hk/mr/decision-making)

to assess whether the case constitutes “serious abuse requiring mandatory reporting”.

e Ifthere are reasonable grounds to suspect that the studentis being harmed or is at real

risk of serious harm, report it as soon as possible in accordance with the law.

e To safeguard the student’s physical and mental wellbeing, the Principal or Vice-

Principal should be contacted as early as possible. This helps the school mobilize

resources quickly and activate contingency measures to provide timely support.

2. Case classification
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Cases outside mandatory reporting scope
(Refer to Appendix 1: School-based Flowchart for Identification and Reporting of Suspected Child
Abuse): Contact the parent or guardian and have the school social worker provide
counselling and follow-up. If staff are involved, report to the Principal or Vice-Principal
and continue monitoring and supervision.

Reporting Procedures:

(Refer to Appendix 1: School-based Flowchart for Identification and Reporting of Suspected Child

Abuse):

- Report to the Principal or Vice-Principal

- Reporttothe Social Welfare Department’s Family and Child Protective Services Unit
for handling in non-known cases, or to the social worker responsible for the case,
and proceed with reporting, support, and continued observation in accordance with
the Procedural Guide for Multi-disciplinary Co-operation.

- Contact the parent/guardian and provide appropriate support.

- The Principal or other teaching staff must report to the PES (Higher, Secondary and
Special Education) within two working days, and the PES (Higher, Secondary and
Special Education) will consider whether the school sponsoring body’s
management and the school supervisor should be informed.

Cases within the mandatory reporting scope

(Refer to Appendix 1: School-based Flowchart for Identification and Reporting of Suspected Childs

Abuse):

If there are reasonable grounds to suspect that the student is suffering serious harm or

is at realrisk of such harm, report it as soon as possible in accordance with the law.

To discharge the statutory duty, the school’s specified professionals should make the

report in the manner set out in Chapter 3 of the Guide. In emergencies, for example

where the student requires rescue, treatment and/or law enforcement action, call the

Police Emergency Hotline 999 immediately to make an emergency report or seek urgent

assistance. For non-emergency reporting, contact any police station by phone or in

person, or the Social Welfare Department’s Family and Child Protective Services Unit,
and complete the report in the specified manner where practicable, such as by
submitting the required information through the “e-Report Platform - Mandatory

Reporting of Child Abuse”.

Reporting Procedures:

- Make the report in the specified manner set out in Chapter 3 of the Guide. In
Emergencies, for example where the student requires rescue, treatment and/or law
enforcement action call 999 immediately for emergency report or urgent assistance.

- Reportto the Principal or Vice-Principal. The Principal or other teaching staff should
promptly report to the PES (Higher, Secondary and Special Education) so that the
appropriate school sponsoring body management and school supervisor can be
informed. To safeguard the student’s physical and mental wellbeing, contact the
Principal or Vice-Principal at an early stage, as this helps the school quickly allocate
resources and activate response mechanism
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- Thedesighated personnel mustinform the parent or guardian of the report. However,

if the parent/guardian is the suspected abuser, prior consent is not required. If the
school needs to approach the parent during the assessment process, it should first
seek advice from the relevant unit or social worker.
3. Establish a task force
Atask force should be formed to support and follow up the case. Members may include the
Principal, Vice-Principal, Guidance Head, Class Teacher, Social Worker, Student
Counsellor, and Educational Psychologist (refer to Appendix 2: Po Leung Kuk Child
Protection Policy - specialist Handling by Category)
4. Mandatory reporting mode
e Reporting method

Reporters should make the report in accordance with the Guide or by the following

means:

- Make the report in the specified manner set out in Chapter 3 of the Guide. In
emergencies, for example where the student requires rescue, treatment and /or law
enforcement action, call 999 immediately for an emergency report or urgent
assistance.

- Electronic platform (https://www.mrr.gov.hk/mr/menu): submit the written report

through the “e-Report Platform” and keep a copy of the Acknowledgement Form on
file.
e Team reporting
Where multiple specified professionals are handling the same suspected case, they
may choose team reporting, in which a designated member represents the team and
submits the information to the authorities in accordance with the procedure, thereby
simplifying the process and avoiding duplicate reports
e Confidentiality and protection
Disclosure of the reporter’s identity is strictly prohibited, and all case records must be
filed as confidential documents.
5. Record filing
After submitting the written report, obtain and keep a copy of the “Acknowledgement Form”
as a record, and file it as a confidential document.

Chapter 4 Procedures for Handling Cases Involving Teaching Staff

1. Immediate administrative action

Reporting mechanism:

- If a staff member is suspected of being the perpetrator, the matter must be reported
immediately to the Principal or Vice-Principal, and the Principal must report it to the PES
(Higher, Secondary and Special Education) or the Deputy Executive Director.

- For any suspected child abuse case involving teaching staff, including sexual abuse, the
Principal must notify the SSDO of the relevant region as soon as possible. If the staff member
concerned is the Principal, the matter should be reported to the relevant departments by the
PES (Higher, Secondary and Special Education) or the Deputy Executive Director.

Isolation and suspension:
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- No contact: The staff member concerned must be strictly prohibited from contacting any
service recipients (students), unit documents, or relevant records.

- The staff member’s access to the school computer system and other systems must be
temporarily suspended.

- The school must not enter into any private arrangement with the staff member concerned,
such as agreeing to stop the investigation in exchange for resignation. Whether or not the staff
member leaves the post, the investigation must continue.

2. Procedures during investigation

Manpower redeployment: If the suspension of multiple staff members affects operations, other
service units should redeploy manpower in accordance with instructions from the supervisory
level.

Principle of procedural fairness: During the police investigation, supervisors should not discuss
the details of the suspected child abuse case with the staff member concerned, so as to ensure
the fairness of the investigation.

3. Follow-up after outcome assessment

If the staff member is found not to be the perpetrator: Reinstatement should be arranged as
soon as possible, and counselling support services should be provided according to the staff
member’s wishes and needs.

If the staff member is found to be the perpetrator: The case should be handled seriously in
accordance with the school’s Staff Disciplinary Policy.

4. Professional support and impact assessment

The school crisis management team should, as needed, coordinate with the school psychologist
or social worker to provide timely emotional support and professional counselling to affected
students and their parents.

Child safeguarding-related training should be provided to strengthen staff awareness of how to
identify, handle, and report suspected child abuse cases.

Chapter 5 Ongoing Follow-up

1. Case follow-up

Participation in meetings: Attend multi-disciplinary case conferences (MDCC) and cooperate
with the Social Welfare Department or the Police in drawing up the student’s best welfare plan
and assist in implementing relevant in-school support measures as required.

Internal reporting: The designated case officer must report case developments to the Principal
or Vice-Principal in a timely manner so that the school can receive further instructions and
coordinate resources.

2. In-school support and long-term monitoring

Student support: Counselling should be provided by the school social worker or educational
psychologist, and an in-school safety network should be established for the student.

Learning adjustments: Flexible academic or attendance arrangements should be provided as
needed to ensure that the student’s learning and school life are not seriously affected by the
case.
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e Ongoing monitoring: Staff should continue to observe the student’s behaviour and regularly
communicate progress with the case supervisor, whether from the Social Welfare Department

or the social worker.

3. Periodic review
The school-based guideline should be reviewed every three years.

4. Reference documents

e Mandatory Reporting of Child Abuse Ordinance

e Guide for Mandated Reporters (updated January 2026)

e Reporting Platform — Mandatory Reporting of Child Abuse

e Education Bureau School Administration Guide (November 2025 edition)

e Education Bureau Circular No. 15/2025, Handling Suspected Cases of Child
Abuse/Maltreatment and Domestic Violence

e Education Bureau, FAQs on the Mandatory Reporting of Child Abuse Regime

e Education Bureau, Identification and Reporting of Suspected Child Abuse Cases

e Social Welfare Department (January 2026), Protecting Children from Maltreatment -
Procedural Guide for Multi-disciplinary Co-operation

e Po Leung Kuk Child Protection Policy
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School-based Flowchart for Identification and Reporting of Suspected Child Abuse

Attachment 1

Identify children who may have
been abused #1, 2

Gather basic information

I

I

Preliminary indications that the
child may have been abused

l

Sudden incidents,
such as media
reports

Report promptly to
PES (Higher,
Secondary and

No indications that the
child has been abused

Special Education)

The child is suspected to be ) If the child or famil
suffering serious harm, or Other suspected child abuse cases needs support thg
facing a real risk of serious school should
harm #3 _ continue to provide
Report to the principal as soon as assistance or refer
possible under the school-based the case to the
Mandatory Reporting mechanism appropriate service
| unit for follow-up. If
Immediately activate Report to PES (Higher, there are no further
the school-based Secondary and Special issues requiring
crisis management Education) within two assastanbc:me
Specified professionals must mechanism working days may
report to the competent
authority in the prescribed
manner, in accordance with
the Mandatory Reporting of
Child Abuse Ordinance and Report the case
the procedure set out in
Chapter 3 of the Guide for known case
Mandated Reporters #4,5 #6 unimown 0ase

Report the case to the
responsible social worker

Report the case to
the Social Welfare

Report to the principal as soon at the relevant service Department's FCPSU
as possible under the school- unit for handling for handling
based mechanism ,
Immediately activate Report promptly to
the school-based PES (Higher, Report to the IMC
crisis management Secondary and

mechanism

Special Education)

Report to the IMC
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Note:

w

The Mandatory Reporting of Child Abuse Ordinance defines a “child” as a person under 18 years of
age.

For details on identifying, handling initially, and reporting suspected child abuse cases, schools
should also refer to Chapter 4 of the Protecting Children from Maltreatment — Procedural Guide
for Multi-disciplinary Co-operation and Section 3.8.9 of the School Administration Guide.

The elements constituting “serious harm” are set out in Schedule 2 of the Ordinance.

The list of “specified professionals” is in Schedule 1. An individual specified professional does not
need the consent of any other person to make a mandatory report.

In an emergency, such as when the victim child needs rescue, treatment, and/or urgent law-
enforcement assistance, the school’s specified professional should call the 999 emergency hotline
as soon as possible to make an emergency report or seek immediate help. In non-emergency cases
requiring reporting, the specified professional should contact or visit any police station, or the
Social Welfare Department’s Family and Child Protective Services Unit, and, where practicable,
complete the report in the prescribed manner, for example by submitting the required information
through the “Reporting Platform — Mandatory Reporting of Child Abuse.” To facilitate multiple
specified professionals reporting the same case, they may, under the school-based mechanism,
agree that one of them will make a team report in accordance with the procedures in Chapter 3 of
the Guide for Mandated Reporters. Specified professionals may also choose to make a report
individually.

A “known case” refers to cases handled by different service units, including casework units of the
Social Welfare Department and non-government organisations. Some known cases may also be
reported to the Social Welfare Department’s Family and Child Protective Services Unit for initial
assessment, child protection investigation, and the convening/hosting of multidisciplinary case
conferences concerning suspected child abuse. For details, please refer to the annex of the
Protecting Children from Maltreatment guide on the definition of “known cases” in welfare
organisations.
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Po Leung Kuk Child Protection Policy — Designated Handling by Category

Attachment 2

The Guide for Mandated Reporters: Training for Soclal Workers and School Staff; Education for Parents and Students; and the
Establishment of a Dedicated Task Force to Review Procurement, Staffing, and Home-School Communication Arrangements.

v

School-based professionals’ reasonable suspicion of a student suffering serious harm or being at real risk
0f serlous harm, and review of the decision trees

Normal reporting

[Ensure the safety of students and staft, and Immediately notify the following persons on a need-to-know
Ibasis (excluding the alleged perpetrator): the Principal, Vice-Principal, Guldance Master, school soclal (Appropriate follow-up, Information gathering, referral, and record-

rker (consult supervisor and the Soclal Welfare Depariment), class teacher, and EP. The first reparter [~ |Ke2pINg can be considered, with reference to Table 1a, “Referral
tor Follow-up Services,” on pages 12-13 and Table 1b, “Consent

ould record all avallable Information. The school shall report to the PES (Higher, Secondary and
Special Education), IMC, and the EDB, and review the student’s registration records. In an emergency,

Icall 999 tor assistance, or contact the Social Weltare Department’s 24-hour hotline at 2343 2255.

Form for Reterral to Support/Weltare Services,” on page 14 of
the Guide for Mandated Reporters

v

2

v

Sexual abuse
Physical abuse Psychi Ical abuse |
¥ o (professional toliow up) e
Visile Injuries or Severe Intimldation, Goercing or Inducing a Supervision of care, living
related sians threats, hallucinations, child to engage In sexual conditions, hyglene,
and tabricated or talsely activity / child sexual clothing. and food
¢ * claimed symptoms abusg material
i I nt of N 1
Non-accidental / Neglect Ie.admg to nvolvement of the Child's ition eglectfu Living environment | | Hyg  clothing Food / diet
suspicious an accident responsible person supervision / care
Notity the Physical Injury, It the abuser has Child at risk of harm or The responsile The living Long-1em personall |\ o0 uate food
parents/guardian, toxic substances, stopped the harmful likely to be harmed / persen has environment Nyglene /clothing | f -\ o that harms,
unless they are the | [and threats to harm behaviour, make a sexual activity has repeatedly falledto| | harms, or may problems that or may harm, the
alleged abuser achiid general referralreport occurred / the child has provide adequate | | harm, the child's | Narm, of may Narm,| | o g o or
and continue follow-up lan Intellectual disabillty / supervision/care, health or satety the child’s health or satety
the child Is unable to harming the chiid's
Life-threatening or requiring Where Intervention Is understand / online health or sate:(y or
medical treatment Ineftective, the situation sexual greoming / real- creating a ::js to
Gall an ambulance worsens, or the child Is world sexual Ll
A not protected exploltation / Individual +
v
The child Is Or group - " -
consequently atfected e e
psychologically and The child lacks sufficlent cognitive or physical ability to protect themselt; intervention
may sutter emotional s Ineffective; there Is no other responsible person; there Is prolonged absence;
trauma emotional or behavioural instabliity; and the responsible person may pose a risk
Mandatory Reporting
Individual / team reporting, organising and retaining relevant documents (with attention to school-based confidentlallty and record-keeping requirements), multi-disciplinary meetings, and appropriate 13
tollow-up or referral (e.g. assessing whether emergency accommedation Is needed)
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